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Solve All questions.

Q. No. 1 is compulsory.
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1. Explain the meaning, types and qualities of Office Report.
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2. What is group insurance ? Explain its features.
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Or
(femam)

Explain the methods of collecting data.
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3. What is meant by online office ? Explain its features.
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Or
(fenam)

Explain in deep the forms of reports.
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4, What is meant by Record ? Explain its types.
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Or
(fenam)
Explain the need of statistical data in the office.
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5. Write short notes (any two) :
() Group Life Insurance
(@1)  Principles of record keeping
(zii) Techniques of cost reduction
(fv)  Sources of Data.
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